
 
 

Faversham Health Centre · Bank Street · Faversham · Kent · ME13 8QR 
 

 

Tel: 01795 562011/2  or  01795 562004 
Website:  www.favershammedicalpractice.nhs.uk 

 

DR D J MOORE             DR N C L TAN                  DR C BAKER 
DR G GUPTA             DR C SAWITZKY-ESSER                       DR L GEORGE 
DR C RICKARD             DR G SMITH     DR D TITTERTON     
              DR C BATTISTI                              
 

 
Person Specification – IT Administrator 
 

ESSENTIAL (Qualifications) DESIRABLE (Qualifications) 

  GCSE grade A to C in English & Maths or 
equivalent level. 

  Educated to degree or equivalent in either I.T or 
Business Administration. 

  Willing to enrol in or already enrolled in, 
undertaking or qualified from appropriate 
training set out by the Personalised Care 
institute. 

 

  Formal qualification in IT (e.g. CLAIT, ECDL). 

ESSENTIAL (Experience) DESIRABLE (Experience) 

  Excellent working knowledge of various IT 
systems including Microsoft Packages and 
Website tools. 

  Experience of undertaking a Digital and IT lead 
role in previous role. 

  Proven experience working within a role that 
would provide you with the necessary 
transferable skills required to undertake the role 
effectively. 

  Experience using EMIS software. 

  Experience of coordinating and liaising with 
multiple stakeholders or individuals to meet 
specified outcomes. 

  NHS or recent practice experience. 

  Experience of working within a team.  

  Developing presentation materials & reports. 

ESSENTIAL (Knowledge & Skills) DESIRABLE (Knowledge & Skills) 

  A great working knowledge of computer and 
other skills relating to computers (as well as a 
passion for all things digital media) 

  Evidence of organisational skills. 

  Strong networking skills.  

  To effectively communicate with different groups 
and individuals in various situations. 

  Ability to troubleshoot and repair issues. 

  Excellent motivational and influencing skills. 

  Excellent communication and interpersonal skills. 

  Able to prioritise and manage own workload. 

  Ability to analyse and interpret information and 
present results in a clear and concise manner. 

  Able to work to deadlines whilst maintaining 
data protection and confidentiality. 



  Able to demonstrate commitment and 
understanding of confidentiality in relation to the 
post. 

  Ability to work under pressure and with 
flexibility. 

ESSENTIAL (Other) DESIRABLE (Other) 

  Evidence of the ability to grasp new concepts and 
work on a self-directed basis. 

  Evidence of job stability (e.g. < 2 employers in 
last 10 years). 

  Demonstrate due regard for safeguarding and 
promoting the welfare of children. 

  Evidence of recent self-directed learning or 
development. 

  Interest in/aptitude for learning new skills/taking 
on new challenges. 

  Checkable employment history > 3 years. 

 
Please note:   Selection will consider applicants’ personal suitability for the role and suitability for working 

with children. 
  Any anomalies in the application form will be addressed at the interview. 

It is the responsibility of all staff of Faversham Medical Practice to safeguard and promote 

the welfare of children and vulnerable adults. 

 


